
Hello and welcome to the webinar! During this session we will be going over the new 
iCAN web-based application process for the Child and Adult Care Food Program. As you 
know, iCAN is a new system to the state of South Dakota. We are very excited about 
this process and hope that you will find the system to be user friendly and much more 
convenient than the paper-based system that we have always used here in South 
Dakota. 
 
This system will be used for applications and claims. The claims side of the website is 
not quite ready at this time. Training will be provided on the claims to those that are 
interested when the time comes for using iCAN to submit claims for reimbursement. 
 
Let’s get started! 
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The first step of the process will be to log into the system. At the end of this session we 
will give you the URL for the website. We’d like you to sit back for now and listen rather 
than trying to fill out the application while we are going over the details of the system.  
 
The screen you are seeing now is the log in screen. This is where you will always begin. 
It is a screen that is used for all of the nutrition programs that our office works with. 
You may see messages on this screen that do not apply to your agency. If so, just ignore 
those messages. If you wonder if the message does apply to you, feel free to contact 
our office. 
 
This page is a public site. Anyone can get to this screen. However, only authorized users 
will be able to log in. Authorized users are assigned a User ID through our office. At this 
point, Cheriee Watterson and/or Sandra Kangas are authorized to issue User IDs. If you 
feel you need a User ID, you will need to contact one of these individuals by calling the 
main office at (605) 773-3413 to request a User ID and temporary password. 
 
Once you have your User ID and temporary password, you will enter those into the 
fields on the screen and then click log on. 
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The first time you log in, you will be required to change your password. The CANS staff 
will not have access to this password. If you forget the password you can call the main 
office at (605) 773-3413 to request that your password be reset. At that time you will 
once again be prompted to change your password. Please keep your password 
confidential! 
 
The password requirements are listed here: (read slide). 
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This is the first screen once you log in. However, if your agency only operates the Child 
and Adult Care Food Program you will bypass this screen completely. This screen is tied 
to the agencies that are associated with your User ID. If your agency participates in any 
of the other programs listed then you will see this screen. If that is the case then you 
will need to click on the green CACFP button on the top right.  
 
As a note, you will not have access to buttons that are not associated with your User ID.  
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We will begin this session by going over a summary of the content you will find within 
the system. 
 
The first button along the top left is for applications. This is the link that you will click to 
get to the application forms. 
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The second link along the top left side of the screen is the Claims link. This is the link 
that you will click on to get to the claims forms. Since this training will not cover the 
process for completing the claims we will not be going into any further detail about the 
claims at this point in time. 
 
The next button is for reports. This is used by the state office and you likely will not 
have access to this. If there are any local level reports that are needed, this link could 
be used for that purpose. We will not be covering these during this session as there are 
not currently any reports accessible to local agencies. 
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The next link over is the security link. This is where you would go if you wanted to 
change your password. 
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The last link in this section is the search option. It is not likely that this will be too useful 
to most agencies. This may not even show up for you. Users that have a User ID that is 
associated with more than one agency would use this option to switch between one 
agency and the other. So, for example, if you worked at two different centers and you 
have access to the iCAN system at both centers, then both of these agencies would 
show up under the search option. This only applies for a very limited number of CACFP 
users. Agencies that have more than one site that all fall under one agency “umbrella” 
do not need to worry about this. This only applies if there are different local agency 
numbers (FEIN, Vendor, etc.) that are associated with the different agencies. We are not 
talking about agencies that have multiple sites but rather Users that work in multiple 
agencies. 
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Moving over the right side of the screen you will see a link that will allow you to change 
the program year that you are working in (or more likely viewing). Prior years will be in 
view only mode in most cases. However, when you are completing a renewal in future 
years you will be able to see and modify the current year and the upcoming year. Due 
to the lack of data at this point in time, the prior year’s data for your agency will be in 
view only mode. You will not be able to modify any data from the 2013-2014 program 
year. You would never be able to modify data from the 2nd prior year. That will always 
be in view only mode. 

9 



The second link is an online help manual. You can click on this link to look up answers 
to questions you may have. The Sponsor User Manual will also be a good place to go if 
you have questions. You can also send an email to the iCAN help address. I will give you 
that on a screen later in the presentation. Someone will be assigned to check that email 
box on a regular basis to make sure that questions are addressed. However, I would 
recommend that you contact me by email directly since I check my email much more 
frequently that that box will be checked. 
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The last button I will mention is the log out button. It is good to always log out of the 
program when you are done. All changes that are made while you are logged in will be 
tied to your User ID. You don’t want someone else to be able to go in and make 
changes using your User ID. 
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We will specifically talk about the application at this point. As I indicated earlier, you 
will click on the first link along the top left side of the screen. 
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The application options will then open on your screen.  
 
1) The first link is a link that you would open to start an application for center-based 

CACFP agencies. This is the application that we will be covering specifically in this 
session. 

2) The second link is a link that you would open to start an application for home-based 
CACFP. This application is similar but separate from the center based sponsors. We 
will have a separate session for the areas that are specifically for day care home 
sponsors. Sponsors of Day Care Homes will be notified of those training 
dates/times. 

3) The third link is a link you can go to if you need sample forms. For example, free and 
reduced price meal applications, income guidelines, civil rights data collection, 
publicly funded programs chart, etc. 

4) The third is a link to the annual audits form. If your agency is required to have a 
financial audit completed, this is where you would go to enter the details from the 
audit. Phyllis Tomkiewicz can answer your questions related to the audit. Since the 
vast majority of agencies are not required to complete the audit form we will not 
use this time to go over that form in detail. 
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This is a list of the current downloaded forms. This list will be updated as needed for 
each program year. If you feel that additional forms should be available on this website, 
please let me know and I will see if we can get those posted. Many of these 
downloaded forms will also be available when you get to the checklist items within the 
application. We will address those later in this session. 
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To go back to applications you can click on the word applications in the bread crumb 
trail. This trail will always be available to take you back to a previous part. Use this or 
the button at the bottom of some screens that say “back” rather than using the back 
button on your internet browser. 
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Clicking on applications will bring you back to this screen. Next we will go into the 
actual application forms. You will click on Application – Center (in most cases). For 
those of you that also sponsor homes, or only sponsor homes, the process will be the 
same for that application. 
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Clicking that MAY take you to this search screen. As I had indicated previously, this 
screen is for Users whose IDs are tied to more than one sponsor (such as mine was for 
testing and training purposes). You may not even see this screen. If you do, just click on 
the word “search” and it will bring up a list of agencies (or sponsors) that you have 
access to. You could use the search fields but since the list is only going to populate two 
or three agencies it would not be necessary. I will show you an example of that next. 
 
While I am on this screen I do want to mention that you will notice that the Program 
Year is now displayed in the green row. This will be important for you to be aware of – 
especially if you are trying to look at, update, etc. the information from a different 
program year. It is my understanding that this will always default to the most current 
year that has been “opened” for sponsors to view or access. Right now it will always 
default to 2014-2015 until the forms for the 2015-2016 are ready to be completed. 
 
Again, this screen won’t be seen by many sponsors. However, the program year will be 
displayed on the screens from this point forward. 

17 



This is how the list of sponsors will generate. Any agency / sponsor that is tied to your 
user name will appear at the bottom of the screen. Click on the blue and it will take you 
to the information tied to that sponsor/agency. 
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After you clicked on the agency name you will most likely come to a screen that looks 
like this. You will find the 2014-2015 application at the top with the word “new” next to 
it. The other program years will be available in view only format. Most of the data that 
this system collects was not maintained electronically in previous years so we were not 
able to populate the data into this system. You should be able to view the data that is 
there but you will not be able to modify it. You need to know that the information will 
appear very incomplete from the previous years at this point. 
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After you click on the 2014-2015 program year (or any new year in the future) you will 
get this screen. You need to click on enroll to get to the forms for the upcoming 
program year. This only applies to renewing sponsors. New sponsor will not see this 
screen. 
 
I also want to mention that the section highlighted in yellow will indicate the type of 
organization that your agency is approved as. This will be Independent Center for most 
of you. Those that have more than one center would be shown as a Sponsor Affiliated 
or Unaffiliated Sites (or both). Right now we only have affiliated sites in South Dakota. 
 
So, you will click on Enroll… 
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And then this screen will open. You will always want to start with the Sponsor 
Application. Everything builds upon that. You will see the words “pending validation” if 
your agency was approved for participation in 2013-2014. There will be a few instances 
when that is not the case. Those agencies are agencies that applied for and/or were 
approved for participation after the list of current sponsor was given to the computer 
company (in early April 2014). I believe there are about 4 agencies that will see 
different words but the process is essentially the same. New agencies just won’t have 
any data that pre-populates this year. Renewing sponsors will have a little bit of 
information that does pre-populate (names, addresses, possibly approved meal types, 
etc.). Largely everyone will be starting basically from scratch this year.  
 
So, click on Modify. 
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This will bring you to the screen that will collect basic information about your 
organization as a whole. 
 
First they will ask some basic questions about your operation and your location. Some 
of this information will populate. More of it will pre-populate in future years! 
 
These questions must be completed. The only exception is that we don’t need you to 
fill out anything on the Address Line 2 if there is nothing to record there (such as a suite 
number, etc.). 
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Then there will be questions about contact information. The names, dates of birth, 
phone numbers, and titles are all required fields. 
 
The Authorized Representative is the person who has been authorized to enter into this 
agreement. There is a form that you will need to attach (or send in) if you make a 
change to this position. 
 
We are required to collect this information for the Executive Director.  
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The Claim Contact is the person who will be responsible for completing the claims for 
reimbursement. The same information is required for this position. 
 
I will mention briefly here that there are boxes that you can check if the contact 
information for any position is the same as the information you completed for the 
Authorized Representative. 
 
The fields for Program Contact are optional but if any field is completed then it will 
require you to fill out all of the fields. These fields are useful when one person is 
authorized to sign the agreement but they delegate most of the program 
duties/correspondences/etc. to another individual. 
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The last contact is the Food Service Director. The same fields will be required for this 
position. 
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After the contacts there will be some general questions about your pricing policies. If 
your agency has any sites that charge a separate fee for any meal then you are a pricing 
program. Questions #41 and #42 are only required if you are a pricing program. I 
believe they have recently added notes about that to the website. 
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The last part of the sponsor application are the certification questions. All three of 
these questions must be answered. Read them carefully and then answer yes or no. If 
you answer yes to any of them then additional information must be submitted as part 
of the application. A yes answer to #1 will generate a checklist item which we will talk 
about later. 
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Finally, the certification statement must be checked. Read this and check the box. 
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When you are finished (or believe you are finished) click on save at the bottom of the 
page. 
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If there were any errors, you will receive this notice. 
 
If you wish to view the errors or correct them, click on edit now. Or, if you want to 
come back to them later because you do not know the answers at this time (such as a 
date of birth is missing, etc.) then you can click Finish. You will not be able to submit 
your application though until this part has been completed without any errors. 
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If you did click on edit to go back to view or modify the errors, you will get a summary 
of errors at the top of the page. This will tell you what the errors are. The error 
messages are not always extremely clear so feel free to contact our office if you are 
having problems figuring out what the error is. 
 
Sometimes, there will be what we call fatal errors. If there are any fatal errors in the 
information you won’t even be able to get to the saved with errors screen.  
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Fatal errors will keep the application part open and will tell you what is missing. Fatal 
errors are tied to errors such as a zip code or phone number that does not have the 
correct number of digits or includes letters. Another example would be an email 
address that does not follow rules for an email ---@---.---. 
 
You will need to go in and correct these items before you log out or the information 
you entered will not be saved. 
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Once all of the information has passed all of the edit checks, you will get a message 
that the application has been saved. Click on finish to go to the next step. 
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You will now notice that there is a green arrow next to Sponsor application and the 
words not submitted are listed next to the sponsor application. 
 
Next we will complete the board of directors/principals information. Click on the word 
Add next to that line item. 
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The board of directors screen will appear. When I took this screen shot the certification 
statement had not yet been added. The certification statement has since been added 
so you will need to scroll down to find this red Add Member button. 
 
Additionally, there should be some instructions added to the top to explain who needs 
to be included on this list. 
 
At a minimum, you must complete this section for the institution’s Executive Director or 
equivalent. 
• Tribal President for Tribal organizations 
• Superintendent for Schools 
• Mayor – for city owned centers 
• Owners – for any for-profit organizations. 
 
Additionally, if you are a private non profit, (501(c)3) then you must also complete this 
information for the board president. 
 
To add a new member click on the Add Member button. 
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You will get to the following screen. The information highlighted in yellow is required 
information before you will be able to submit the application. Also, the date of birth 
will require that the individual be 18 years of age or older. 
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The last part of the add board member screen does require a home address. A home 
address is required by the Feds. You will be able to save this if you don’t have the home 
address but you won’t be able to submit it until it is error free. 
 
You will also nee do answer the question asking about family relationships with other 
board members/principals. If the answer is yes then the text box must be completed. 
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Again, the system will run edit checks and tell you if it was saved or save with errors. 
The fatal errors will also run again and not allow you to leave page until you have 
corrected those errors. 
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This message will appear when the board information has been saved without errors. 
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For additional board members, go back down and click the Add Member button again. 
Once all required board members/principals have been entered, you will need to click 
on the certification box (after you read the certification) and then the certification box 
will be enabled so you can save the certification and exit this part of the application.  
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You will now see that the board of directors/principals is ready which is indicated by a 
green checkmark. The red arrow is normally an indicator that there is a problem. The 
one exception to this is that the red arrow will appear at the site level even it the site 
application has been approved without errors. 
 
Phyllis takes over… 
 
Click on “Add” to bring up the Budget Section.  You must complete the budget section 
each application year. 
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Click on “ worksheet” to bring up the Anticipated Reimbursement Worksheet. 
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This is the same procedure process which was completed in the past. 
 
Enter the ADP – average daily population.  For example you have 20 children and you 
anticipate that you will have 19 there all of the time.  You would enter 19.  
 
Enter the  Days in operation.  If you are open 265 days a year, you would enter 265. 
 
The total Meals will calculate automatically 
 
The rate is preset and will automatically calculate the reimbursement. 
 
Enter the information into all areas that you serve, Breakfast, Lunch, Snack, Supper.  If 
you do not serve one of the areas. Leave a zero. 
 
The Total at the bottom will automatically calculate. 
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The Projected Total Annual Revenue will automatically be brought forward from the 
Reimbursement Worksheet. 
 
In Section B. 1. Enter the anticipated food costs for your CACFP Program.  If the food 
costs expenses are equal to or greater than the Projected Total Revenue you may stop 
here. 
 
If the anticipated food costs are less than the anticipated revenue continue to items 2 
thru 4 until the total expenses indicated are equal to or greater than Projected Total 
Revenue. 
 
If you have any contract expenses, you must attach a copy of the current signed, dated 
contract.  The attachment is located directly below the certification section which we 
will address later. 
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This slide is a continuation of the budget.   
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Section E. Summary will automatically calculate.  If the Total Anticipated Annual 
Reimbursement is LESS than the Total Anticipated Annual CACFP Reimbursement, item 
3 Total Other Income will be greater than zero.  If item 3 is greater than zero, you must 
complete the Explanation of Source of Other Income.  In other words indicate the 
source of income that will be used to pay for the excess expenditures indicated in #3. 
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When you have completed the previous Budget items, read the Certification statement 
and check the box. 
 
In the Document Attachments, click on the add an attachment for any support 
documentation that is required.  I.E. contracts 
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So, the next logical step would appear to be the checklist items. However, this list is 
currently only populating the sponsor level checklist items. It is better use of your time 
to come back to this later when all of the checklist items will have been populated. 
Note that there are currently 7 items. That number will be larger after completing the 
site application. 
 
So, next we will go down and click on site applications. 
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Clicking on that link will take you to a list of your sites. If you do not see a site, click on 
add site. That should populate a list of sites that have been approved within the past 
two years. If you do not see any sites there or do not see a site that you need to have 
this year, contact me and I will see if that is something I can do for you. At this point it 
has not been decided if I will have access to the add site option. If I cannot do this for 
you I can tell you who to contact. 
 
Once you see the site you want to go into, you will click on modify. First, though you 
should notice that the words say pending validation. You will need to validate the site 
information every year. In future years most of the information will pre-populate. As 
noted before, some of the information that is collected here was not available in our 
prior electronic databases so we could not prepopulate the information for you this 
year. 
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Clicking on modify will take you into the site application with any information that has 
been prepopulated. 
 
Now that the header is complete – I do want to draw your attention to one thing that I 
have not previously mentioned and that is the header bar. This header bar will nearly 
always be at the top of the page to show you the name of the agency (on the left). If 
you are within one of the site applications then the name of the site will be on the right 
side. 
 
First you will mark the type of site that this is….child care, head start, outside school 
hours, emergency shelter, etc. Note, the site can be marked for multiple types. 
 
If you mark that you are an at-risk site then you will need to enter the name of the 
eligible school district. If you don’t know this you can contact me and I can give you 
that information. 
 
Then you will need to answer most of the questions on this part. If your license does 
not expire then you won’t need to add anything in that field. If you do not have a 
license (Head Start for example) then you will not be required to complete that field. 
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The system will then ask questions about the ages of participants in care and the 
location of the site. Again, most of these fields are required. If there is not a specific 
site address, put in something on Address Line 1 and then give specific directions to the 
site in the text box below. Address Line 2 is not a required field. 
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The application will then ask more questions about affiliation with the sponsor. Most of 
the time this will be affiliate (in other words, owned by the sponsor). I always forget 
about the question in the middle of the text boxes. You are required to answer that 
question about being sponsored by another agency previously. Most of the time that 
will be no. 
 
Then, you will need to complete the center contact information for the person on site 
that is responsible for the CACFP. The name, phone, and title are required fields for this 
part. 
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The next part will ask you about your schedule – months of operation, days of 
operation, and meal service times. Please be aware that the system was supposed to 
default everyone to Monday through Friday meals. However, that is not currently 
working correctly and it appears to be marking every day. So you will want to check 
that closely and uncheck the Saturday and Sunday if your site is not open on those days 
of the week. We are working to get them to correct that but if it doesn’t get corrected, 
just be aware to watch for it. 
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If you had marked that this site is an at-risk after school site then you will be required 
to fill in these questions also…specifically for the meals served to the school aged 
children. If the site is not marked as an at-risk site you won’t be able to do anything 
with these boxes. 
 
Additionally, if the site is open on weekends you will need to answer the question 
about weekend hours. If you don’t have Saturday or Sunday marked then these cells 
will be greyed out. 
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The next questions will ask about the meal service. How are meals prepared and how 
are they served. If you have any type of contract then the questions about contracts 
will “appear” and you will be required to fill out those items. 
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The next section will only appear if you marked adult day care center. This question 
needs to be answered for adult day care centers. 
 
The participants section needs to be filled out by every agency. If the site is approved 
for all-free or choses to claim as all paid or if there is ever a time when there are no 
children in one group, make sure to record “0” in the field of that will show up as an 
error. 
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Finally, you will click on the certification box and hit Save. 
 
You can always save before you are done. Just know that the errors will be there and 
need to be corrected before you submit it for approval. 
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Again, if there are any input errors it will not allow you to save until those errors are 
corrected. Input errors are fatal errors and you cannot proceed until they are corrected. 
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Then, the edit checks will run and you will be notified if there are any errors. Again, 
click on edit (or come back later and modify) to correct those errors. 
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This is an example of a site level error. 
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Once the site is saved without any errors, the words Not Submitted will appear in the 
status column. Notice that the red arrow is still there. That is how it is supposed to be (I 
asked). 
 
You would follow that same process for each of the sites that will be operating this 
year. 
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Again, if any site is not listed, click on add site. That will bring up a list of possible sites 
that you can add.  
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If you don’t see the list then we will have to add the new site at the state level. Contact 
me to get a new site added. If I cannot do it I will tell you who can do it. 
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Now that the sites have been added you can go back up to the checklist items. You will 
see now there are 11 items. Click on Details. 
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You will notice they are separated by sponsor level and site level. Each site will have 
separate checklist items. 
 
First we will talk about the Sponsor Checklist Items. Click on the sponsor name 
(highlighted in yellow here). 
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Please note that this is just a sample for this agency. The checklist items are still being 
worked out. I have crossed out the ones that were there and should not have been 
there. Also, some of the wording was not accurate. However, this gives you an idea of 
what it will look like. 
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So, first off, an item in blue print indicates that you can click on it for the prototype 
form. If it is not in blue then it is not something you can get from us (such as a license, a 
nonprofit status letter, etc.) 
 
Secondly, if you see a paperclip next to the item then it is something that you can 
upload into the system. If you do not see a paperclip, contact us. It is likely an error in 
the system. We want you to be able to upload the documents. Once an item has been 
uploaded into the system it will show up at the bottom (see #3) of the screen. You can 
go in and edit from there if needed. 
 
Then you will need to put a check in the box in the submitted to CANS column and then 
the date you submitted it. The date will automatically populate as today’s date. You can 
change that if you had submitted something previously or will do later. Note – do not 
mark these boxes (see 4 and 5 on the screen) until you are done attaching the checklist 
items (if you are attaching any). You can still mail, fax, or email these items. We just 
cannot approve them until they are in our office. 
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So, just a little more about uploading documents. When you click on the paperclip next 
to the item that you want to upload a box will show up. You will click on “browse” (see 
1 on the screen). Find the document that you want to attach and then click on that. It 
will now show up on the screen in that grey box. You can add comments about the 
attachment if needed. Then click save. 
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That item now appears at the bottom. I did not add any comments but those would 
show up hear in the comments column. 
 
Again, after attaching all of the items you will need to complete the submitted to CANS 
and date columns for all checklist items. This is the last thing you do before exiting this 
page by clicking save. 
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You will not get error messages if some checklist items are not attached. However, you 
will not be able to submit the application for approval until they are either attached or 
you have told us they were submitted to CANS and the date they were submitted. You 
can come back to them if they are not all ready to be submitted yet. 
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The site level attachments work in the same exact manner. Make sure to go into each 
site as the lists will be generated at the site level. 
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Here are some sample site level checklist items. These populate based on the questions 
that you answered on the site application. 
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Again, you can upload them or you can submit them by another means. Make sure to 
mark that they were submitted and the date before you exit the screen. Again you will 
not get error messages if they are not complete but you will not be able to submit the 
application for approval. 
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When the application is ready for approval you will see green check marks. Note that 
you do not see the check mark by the site applications but they are listed as pending. 
At least one site application must be listed a pending before you can submit for 
approval. If the other sites are not ready for approval yet they will be shown as in error. 
You will only be able to claim for sites that have been approved. 
 
So, when ready, click on Submit for Approval. 

75 



You will get a confirmation screen. 
 
If the application cannot be submitted you will get a message at the top of the screen. I 
have found this is normally tied to site application issues. 
 
Click on ok if you are ready to submit. 
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At this point you will no longer be able to modify the application. You will get a 
message to that affect at the top of the screen until it has been approved. Notice the 
packet status is now listed as submitted for approval. You should also get an email 
notification that it has been submitted. I will also be notified that it has been submitted 
so that I can go in an approve my portions. 
 
I will do my review and Phyllis will approve the budget. If we have any questions or 
need more information the application will be returned to you for correction. 
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You should receive an email notification that it has been returned. When you go back in 
you will see returned as the packet status. You will likely also see a note either at the 
top of the page or under the Application Notes to Sponsor. You can open the notes by 
clicking view. 
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The note will then display a message for what needs to be corrected and resubmitted. 
Click on back and then go to the appropriate section to correct. In this case it was a 
checklist item. 
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So, I go into the checklist items, see that the f/rp application is still pending approval. I 
modify the attachment and then go down and click on modify. That will open up the 
document that is attached. Click on browse to reattach the corrected document. 
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So, now I have corrected the mistake but still not submit for approval. This is the one 
glitch that cannot be fixed. If an application is returned you need to go back into the 
sponsor application, scroll down, and click save. This will allow it to be resubmitted. 
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Notice the green check is still there but the sponsor application has “not submitted” 
next to it. This allows the submit for approval button to appear. Click on that and 
confirm the resubmit and it will once again be sent to the state for approval. We will go 
back in and review it. 
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Once approved, the application status will be set to approved. You can always go in to 
modify it but claims will only be paid on approved application. Each time you make a 
revision you need to resubmit it to our office for approval. This is a little different for 
home providers but we will cover that in a separate training. 
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So, now back to a few things I mentioned at the beginning. Changing your password. 
This process is very simple. Click on Security. 
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Then click on change password at the next screen. 
 
Then enter and confirm your new password.  
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Make sure your password complies with the rules. 
 
Click save. 
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The search item was already covered in detail previously. This option is needed for 
users that work with more than one sponsor. 
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This screen is the only way to switch from one agency to a different agency. 
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If you need to change the year you are looking at or modifying, click on year. 
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Click on the year you want. After that you will need to go back up to the blue bar to 
click on what you want to do. Do not hit the back button on your browser as the year 
will not be changed. 
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Final reminder – always remember to log out!! This will take you back to the sign on 
screen. 
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A couple of things that are helpful to know. 
 
1) Every agency is called a sponsor in this program. We tried to get them to change 

that but they would not change it. Sponsor was standard across the 34 other states 
so they would not make that change. We will adjust. It will just be important to 
remember that even an independent center is now called a sponsor. Previously 
sponsor was only used if the agency had more than one site. 
 

2) If you need help, there is a help desk for this system. Emails can be sent to this 
email box. It will be checked regularly. Feel free to contact me directly if your needs 
are urgent at this point in time. 
 

3) If I am out of the office call the main line. Most everyone in the office should be 
able to answer questions that are specific to the iCAN website. 
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So, what you are all waiting for: 
 
The iCAN website link…. 
 
This link can also be found on the CANS website. The address will also be on the next 
screen in case you didn’t have time to write it all down. 
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To access the system, your User ID is your first name last name (no spaces). The user id 
is not case sensitive so it doesn’t matter if you use capital letter or lowercase letters. 
 
Your temporary password is $reset1234. This is case sensitive so make sure you are 
using all lowercase letters. 
 
If you find that your user ID is not working, please call Cheriee Watterson to ask her 
about getting a new one. She can be reached by calling the main office at (605) 773-
3413. She will be happy to work with you! 
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